
, 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
1 -. --- - 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT OlVlSlON ---"+----- - r 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed, original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

/ Attention: Scheduling Section. - --  - 
- _ _  FOR - AGENCY -̂__-I USE 1. Agency Address 
bpplication Date 

November 1, 1977 - ~ ~ _ _ _  Registrar's Office 
rpplication Number -1 Augusta Area Technical Schooj. 

Student Personnel Services 

2025 Lumpkin Road 
I Augusta, GA 30906 

._-__ 
SPS-2 - ~~ .. ~- =~--- .~ -- - ~ 

!. Person to Contact Working Title 

FOR RECORDS MANAGEMENT USE ___ -- 
Application Number 

77 - LiSl ---.---. - - .  -- 
Date Received Date Comoleted 

_-_I__ 

Telephone Number 
( 4 0 4 )  798-4343 

.~ _- Assistant Coordinator/Registrar - _____ ~ 

Beverly A. Roberts __ ... _ _  - ~~ ~~ ~ -. 

I. Action Requested 
a. 
b. 

R Estaoiisn Retention Schedule; 4cord will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

I c. -- 0 - Amend Application-No. Checkone: 0 Change; 0 Supercede: 0 Void , ~ -_ _. 
1. Dates of Series 
Iarliest 

5. Records Series Title (followed by title used in office: if different) 

No Show Student Application File 
~ 

8 ,  

I-_.~_~_ ~- 
1961 to date 

~ ~ ~ . ~ . . .  1._-.--- 
i. Division and Office Function What is the function of me Division and the Office .. in which this record series is created? 

The function of the Office of t%e Registrar is  to maintain active and inactive student 
records; to receive, maintain, evaluate, and issue quarterly progress reports, trans- 
cripts, certificates, and diplomas; to post quarterly progress reports and to evaluate 
courses taken, credits given, and certificates of diplomas awarded. 

- .  - ~ . .  

. .  

- __ . ~ 

I. Record Series Description . This file contains the following documents (include form numbersand rir/es, if any): 
Attach samples of the file. . . . . . ~ . ~  

Documents relating to: 'mintaining a student application file-on those students w h o  do not s h o w  
I - 

:Up for class enrollment (no s h o w s ) ,  but w h o  w e r e  accepted f o r  admission.. 

application for admiss,ion, transcripts , entrancefplacement test scores, 
medical records, personal references forms, birth certificates, and related 
correspondence. Also included is card file on which applicant's t e s t  scores, 
will be recorded before paper copy is destroyed. 

- 
~~~ ~ -~ 

Included are: 

Fileisarranged: alphabetically by last name of applicant, thereunder chronologically by 
fiscal year. Same filing arrangement for card file. 

- -- - - -- _I_- 

5. Monthly Reference Rate How often are records referred to which are: 
One to six months old l5 - I  . Seven to twelve months old 12 ; Thirteen to twenty-four months old 6 
twenty-five months and older-- 3 

Letter-size drawers ; Legalsize drawers ; Shelves ; Other Ispkify) I_ 

? 
_I___. #. Annual Rate of Ammula 'onof Remrdr 



, 

i 
~ 

h. 1s there a duplication of th is  series in your office, or in another office or agency? 
-----L--L__p_--- 

-c_- . .. 

-~ ~- X I ~ __ ..-lfyes. where? 

euh?rorintaut2_~~ ~~ __L_ 

a. State Law years. 1. Audit period 0 years. 

years. f. Federal retention instructions - years. 

11. Retention Requirements The following requires the series to be kept: 

b. Statute of limitation n years. e. Administrative need 8 
c. Federal law 0 0- -years* 

Attach copy or excerpt of laws or regulations. Explain administrative rieed. 

, 

T e s t  scores are val id for 8 year period - corresponds to length of t i m e  Graduate Record 
Exam scores are .val id .  Scores w i l l .  be placed,on. card f i l e .  

.- . . .  _ -  ~~ . . ~~ 
. -  -_- 

- 12. ADwoved Disposition Instructions 

. , 

This agency recommends - .  that~the . .  file . series be cut otf armb end of each: ~ . 

0 Calendar Year: fi3r Fiscal rear; 0 Other -.-- 

. .  

then, 

0 Hold in the current files area --.-month(s) 
0 Transfer to local holding area, hold 
0 Transfer to State Records Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
E4 Other (Speciw) 

Cut-off f i les a t  end of each f i s c a l  year; transfer test scores to  card f i l e ;  destroy paper 

- yearb); then 
yeark); then 

year (s) ; then 

.~ . .  . -  originals;  hold cayd- f i l e  .. 8 -years, .then destroy. .~ .. . -  
': .. i 

- .  . .  
1 . .  
'I 

. .  . _  . .  . ~ ,  . ~~. 

. .  . . .  . . ...~. . 

These instructions apply to al l  prior and future accumulations of the series. 
! 

i 

ecommendations in para- 

* . - _ _  
50-71; U.v.76 


